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Download Position Inventory

Select Payroll, Master Positions, Position 
Inventory
Select Show Funding Detail and hit Apply 
Selection
Select the Export to Excel icon



Download Position Inventory into 
Excel File



Format the Excel File

Format the columns as needed
Delete information that is unneeded
Add Data Filters























Using Data Filters

Once the Data Filters are set, you can scroll 
for information
You can delete rows with the filtered 
information















Set up the Worksheet to Upload the 
Budget

You can only import the Budget Adjustment 
from “Sheet1”
Link the information into Sheet1 from the 
Detail Sheet
“Copy” and “Paste Special”
Save the file



















Import the BJE into Visions

Click General Ledger, Budgeting, Budget 
Adjustments
Enter your description information
Click Actions, Import Entries
Locate your Excel file and click OK
Post your entry













Lookup the Budget Detail

In Account Detail, click on the budget tab
You will see the detailed budget lines 
included in your uploaded budget





Budgeting Benefits

You can follow the same procedure for 
budgeting benefits
Since your detailed information is already in 
the file, you can create a new worksheet
Add formulas and “find and replace” the 
object .61*. With .6221., etc
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